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Abstract 

 

 Presentation skill is an important 

component of communication and most 

organizations list it as one of the most critical and 

crucial skill for every aspect of business life- from 

interviews to meetings, from conferences to global 

meets. In fact, leadership and presentation skills go 

hand in hand and are synonymous with success. 

Since management thrives best in the fertile soil of 

good communication, it is of utmost importance to 

ensure that every constructive measure is taken to 

disentangle the roadblocks in communication. 

Along the same line, efforts must be made to ensure 

employees are trained to present their thoughts and 

ideas clearly and effectively so that there is 

minimum gap in conceptualization, dissemination 

and decoding of the message and communication 

malfunctioning is avoided. This paper calls for a 

re-examination of the kind of business 

communication skills that are at the core of every 

management. Presentation skill is studied as the 

focal point and key element for workplace 

communication competence. It also investigates the 

causes for communication failure and the kind of 

training that helps to overcome this lacuna. 

Effective  communication skills including the art of 

presentation are not studied as generic personality 

traits that an individual automatically attains at  

 

 

 

home. They are in fact tools that involve sustained 

training and practice. 

 Keywords: Public, speaking, 

communication, skills, management, training, 

presentation 

I. INTRODUCTION 

 Anderson and Surman (2007) state 

“Communication expertise is one of the key 

qualification employers look for when hiring” 

(p.4) This necessitates the need to align what 

we teach in a way that it helps to sharpen the 

skills that define success in the workplace 

environment. One such skill is the art of 

making presentations. 

 The key to managerial success lies in 

the ability to speak confidently and 

persuasively with all your acquaintances in the 

corporate sea. From subordinates to 

colleagues, superiors to clients – you are 

doomed to drown in the sea of management if 

you lack one essential ingredient – the ability 

to make effective presentations. After all, it 

was rightly inscribed on a 3000 year old 

Egyptian tombstone: "Make thyself a 

craftsman in speech for thereby thou shalt gain  
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the upper hand.” 

 Hard work and ability to generate 

good ideas are good traits of a knowledgeable 

worker but if you wish to rise like oil over 

water you have to be ‘seen’. If you hold 

yourself back and are a reticent speaker, 

chances are that someone else will run away 

with the cake. Well made presentations and 

confident delivery of ideas and thoughts 

before management honchos, will always keep 

your face and name in the minds of decision 

makers and you are sure to get credit in the 

long run. If you wish to climb up the corporate 

ladder hard work in isolation will not take you 

very far- ability to deliver a good presentation 

will accelerate your pace of promotion and 

help you go up the ladder quickly. It might 

sound to be a daunting task for executives 

because good presentations are not only tough 

to make but also expect the presenter to bear 

the entire load of communication. So, it is 

wise to invest time and effort in honing the 

skills and ability to develop impressive and 

natural style of making presentations and 

minimize communication malfunctioning. 

Public speaking: The secret of getting ahead 

is getting started: - 

 The ability to communicate verbally 

ranked 4.63/5.0 and was adjudged # 1st skills 

that potential employers look for in 

employees. Yet, many people who otherwise 

contribute unselfconsciously and even 

enthusiastically to a conversation in a group, 

tend to dry up and run out of words when they 

are expected to make a presentation before the 

same group. What make presentation a 

difficult task as compared to participation in a 

conversation on the same topic is the fact that 

while making a presentation the entire 

communication load is one the presenter’s 

shoulders – from informing to entertaining, to 

filling up the awkward gaps of silence – it is 

his / her responsibility to address an audience 

with diverse interests and varied levels of 

knowledge. The fear of taking random 

questions can be overwhelming enough to 

build pressure on the presenter leading to 

anxiety and nervousness. The difference 

between a conversation and a presentation is 

akin to chorus singing versus solo 

performance. While the communication load is 

shared in a conversation with little risk of 

exposure or being singled out, making a 

presentation is like facing a charging bull in 

the ring. It leads you vulnerable because you 

stand out from the crowd. But this should not 

deter your determination. A well-made 

presentation is an object of admiration and 

applause and definitely worth the efforts. 

To impress or to inform … Goals and 

features of a presentation that leaves an 

imprint: -  

 Presentation is the art of elucidating a 

topic to audience. The crux lies in a KISS i.e., 

Keep It Simple and Short and go back to your 

ABC i.e., Accuracy, Brevity and Clarity of the 

concept and content that you are delivering. 

To enhance the effectiveness of your 

presentation, connect with the audience else in 

the words of Ken Haemer “Designing a 

presentation without an audience in mind is 

like writing a love letter and addressing it to 
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whom it may concern”. A good presentation is 

not only well structured but holds the listener's 

attention. Crafting an effective presentation 

calls for a logical composition and 

documentation skills. Presenting well is 

synonymous with leadership skills because it 

impacts a lot of people, leaving them 

motivated inspired, informed, entertained or 

persuaded – whatever is the aim of the 

presenter.  

 The most essential quality of a good 

presenter is one who indulges in sustained 

practice – practice in the right direction. To 

master the art of effective presentation skills, it 

is vital to match the content with the target 

audience. The ideas presented should be put 

forth simply and must be appropriate and 

pitched at the assumed knowledge base of the 

audience. The concepts should neither be too 

difficult, nor too elementary in nature else they 

will end up being boring and irrelevant. What 

is important is that it should be pitched at the 

level that the audience can decipher it well. 

 Equally important is the language and 

the choice of words. The use of jargon or 

tharoorian words, or the use of medical 

terminology in a non medical audience will 

spell doom for your presentation and will 

instantly switch off the audience. The use of 

graphical language which helps paint pictures 

in the mind of the audience helps to build a 

connect.  

 Brevity is another component of vital 

importance. Although the length of a 

presentation entirely depends on Who, When, 

Why and What is being presented. It is 

advisable not to exceed beyond fifteen minutes 

if the communication is one sided and not 

interactive. It is advisable to let the audience 

ask for more rather than making them squirm 

in their chairs eagerly waiting for the word 

“finally”. The sequencing of ideas should be 

smooth and one idea should seamlessly gel 

with the other. Keep in mind that the 

presentation takes place in real time and the 

audience can’t go back and forth searching for 

links and connections as a reader can while 

reading an article. Alongside logical 

development of ideas what is important is 

smooth and confident delivery which should 

indicate the credibility and mastery of the 

presenter over the topic in focus. A casual 

attitude displays unpreparedness and puts off 

the audience and they may even end up 

rejecting wholesome ideas because they do not 

want to be taken for granted. Proper voice 

modulation, calm confident composure, 

appropriate gestures and eye contact with the 

audience is indicative of how passionate you 

are about the issue you are handling. Finally, 

appropriate humour has a way of disarming 

opposition and if it is apt and in good taste, it 

is always welcome. When all these ingredients 

are packed in the right proportion you are 

bound to rock the event. 

Mapping your presentation: Filtering your 

topic through the Who, What, When, Why 

and Where web: -  

 Presentation is an art that cannot be 

acquired overnight. One has to spend a lot of 

time practicing, reviewing, reading and at 

times even going in for specialized coaching 
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and training to master this art. Simply reading 

books on communication skills from cover to 

cover will yield no result until you spend a lot 

of time and effort to absorb and apply your 

knowledge. If you want to differentiate 

yourself at work by becoming a good presenter 

there is a simple structure you need to adhere 

to.  

 

Begin 
with 

a 
smile 

Tell them 
what you are 
going to tell 

them 
(introduction) 

Tell 
them 

(body) 

Tell them 
what you 
have told 

them 
(conclusion) 

 

 

Coming to the structuring of a presentation 

you have to bear in mind that a presentation is 

not mere sequencing of random thoughts or 

display of data within the time in hand. What 

you need is a strategy that will help you sell 

your idea – so sequence your moves 

strategically. 

Who is not a simple question -from it, 

germinates a lot of related questions like- who 

is your audience – their approximate number, 

age group, gender, education level about the 

topic, language they are comfortable in, their 

likely response to your idea-hostile, 

favourable, neutral, their values, their 

constraints? Another dimension of who is who 

are you to the audience – do they know you,  

 

 

 

accept you as an expert- consider you as a 

threat – as a nuisance – are you of their level – 

above or below them in rank – are they 

attending your presentation out of compulsion 

or self will?  

 The answer to the above, shapes your 

presentation and influences your choice of 

words, imagery or visuals. The next filter is 

Why. Ask yourself the reason you are making 

the presentation. Is the aim to inform, entertain 

or persuade your audience? At this juncture, 

keep in mind the open as well as the hidden 

agenda of your presentation. Open agenda 

refers to the public purpose like informing / 

updating the audience about an issue or 

demonstrating a product / service / idea.  

Hidden agenda refers to your selfish interest in 

the agenda which may be to accelerate sales or 
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simply impress the audience. Why too has an 

additional dimension like who. It questions 

why the audience are there for the presentation 

and what benefit they expect to get out of it.  

 Where refers to the place where the 

presentation is being made –Is it in a 

conference room or at a client’s office. Are 

your familiar and comfortable with the 

setting? It is good enough to accommodate the 

approximate number of people? Is the audio – 

visual equipment suited for your purpose? Is 

there power back up facility? Is the software 

compatible? Do make contingency 

arrangements keeping in mind Murphy’s law 

that “if anything can go wrong, it will”.  

 When answers the question as to 

when the presentation is scheduled – before / 

after lunch, end of the day, end of the week. 

Accordingly, you structure your content 

making it lively, light, humorous, brief, 

detailed etc. You should plan to be able to 

expand or shrink your presentation due to 

unforeseen conditions. To prepare for this, you 

can flag your work in three categories -- may 

be, ought, must indicating the priority of the 

points. Have three versions saved on your 

system with these three priorities and click 

what suits the occasion.  

 Finally, what refers to the content of 

your presentation- what helps to win over the 

audience, keep them interested, what is the 

level of detailing needed, what types of visual 

aids are to be used and what is likely to be 

acceptable /unacceptable to the audience. Give 

the audience only as much as they can chew 

and what you give them should whet their 

appetite. 

How to say what you want to say: Building 

blocks from Introduction to Body to 

Conclusion: -  

 Power Point presentations need not 

necessarily mean flying texts, fancy templates 

and fonts that leave the audience scrambling 

for the text. Overdose of everything is bad. So, 

while mastering the art of giving effective 

presentations ensure that the appearance and 

delivery of your next presentation is such that 

it flows smoothly, presents a clear image and 

understanding. Internet offers many free - 

template download sites - simply enter free 

Power Point templates. Pick and choose what 

suits your purpose. You can even seek 

professional help from agencies who provide 

such services on payment basis. Your aim in 

preparing your presentation should be to make 

sure that you are able to retain the attention of 

your audience. Even while speaking if you 

wish to shift the focus of the audience from the 

slide to what you are saying press ‘b’ or ‘w’ 

and the screen will go blank - once you are 

through, you can return to the presentation by 

a ‘click’. But remember- Resist the temptation 

to overuse these effects. Balance between 

creating dynamic presentation and 

communicating. 

 Why an introduction? This question 

may cross your mind and you might wonder 

the need for the formality of an introduction 

instead of diving straight into the topic. The 

answer is – an emphatic introduction helps you 

establish a rapport with the audience, arouse 
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their interest and motivate them to listen to 

you. First impression is the last impression, so 

pay special emphasis to how you begin. You 

may choose a startling statement, a rhetorical 

question, a provocative quote, an interesting 

anecdote, some statistical information or an 

appreciation of the audience- suit your 

purpose. You may simply choose to give a 

brief preview of the structure and purpose if 

you are handling a technical session. Never 

underestimate the power of an introduction 

and do everything to make it attractive. It 

paves the way for the body and helps to settle 

the audience.  

 Body of your presentation must 

contain the main ideas, facts, figure and 

supporting material in the right sequence. 

Remember Mark Anthony’s speech to the 

Romans after Caesar’s assassination. Before 

Antony's speech the public of Rome was 

convinced that Brutus, in eliminating Caesar, 

had done the nation a great service. Mark 

Anthony begins by praising Brutus -by 

thanking him and calling him an honorable 

man- he assures the Romans that he has come 

to bury Caesar and not to praise him. Had he 

started by conveying that Brutus was a power-

hungry dictator not a savior for the people of 

Rome, he would have been probably stoned to 

death. He takes the mob gently and deftly from 

one 'yes' to another and by the time he 

concludes, the mob shouts- “Brutus is a traitor. 

Let’s go set fire to his house”. This explains 

how to unlock the blocked minds of the 

audience by the “yes, yes” technique.  

Concluding well is as important as beginning 

well. In fact, it is your last chance to sell your 

idea / product / service. So, it has to be well 

planned and delivered else the essence will be 

lost. Conclusion can come in as wide a variety 

as the introduction. You may conclude by 

summarizing, by leaving the audience with a 

searching question, by quoting, by a call for 

action – whatever suits your presentation.  

Delivering your presentation: Do’s and 

Don’ts 

 Plating a dish and making it visually 

appetizing is as important as cooking it well. 

The same holds true for presentations. Once 

you have decided what you have to tell the 

audience, the next important aspect is delivery 

because if you go wrong, a well crated content 

may go wasted.  

 You may choose to write your 

presentation like a speech and read it aloud. 

This keeps the situation under control and 

chances of messing up are less. Timing is well 

managed and you will not run out of petrol 

midway but you may sound cold, wooden, 

bookish and indifferent. You may be so 

focused on reproducing your content faithfully 

that a connect with audience might be missed 

and monotony may step in. This technique is 

however comforting when you may be 

overwhelmed by the presence of high-ranking 

bosses. It is advisable to keep the font size 14 

and double spacing so that you don’t have to 

bury your head in the page. You may also type 

out your content as per “breath group” of 

words – like a poem- so that in anxiety you 
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don’t have to bother about stresses, pauses, 

voice modulation etc.  

 If you are a more seasoned player, you 

make choose to speak from memory i.e., you 

may memorize the speech by heart and 

reproduce it. This is, however, very risky for 

the fear of forgetting and breaking the chain of 

ideas causing irreparable loss and the 

presentation ending up in a disaster. 

 Speaking from memory takes away 

the conversational flavor and sounds more like 

a declaration where you are just uncoiling a 

speech. The best approach and the most 

advised is to speak with help of notes. The 

notes may be “mental notes” i.e., in your mind 

in case of a short presentation or in the form of 

small placards with the main ideas jotted on 

them. It facilitates sequencing of ideas and 

triggers your thought process. You need not 

hide these notes because they are a guarantee 

that you are not ad-libbing. However, be 

thoroughly familiar with the topic you are 

handling because if your fumble, remember 

your credibility is at stake. Your voice, posture 

and gestures, all speak volumes about your 

personality as a presenter.  

 The clothes your wear and the way 

you connect with the audience plays its role. 

Look into their eyes and don’t fake eye contact 

– it helps communicate with them directly. It 

is wise to clothe your ideas in visuals if you 

want your ideas to linger in the audience’s 

mind. So, make your presentation graphically 

appealing but not distracting and 

counterproductive. Most importantly the visual 

being used must be relevant and must support 

the presentation- not dominate it. This is the 

cardinal rule – never abdicate your position 

and allow the visual to take centre stage.  

Handling questions- The double-edged 

sword in a presentation: -  

 Questions after a presentation are like 

a verbal feedback and have tremendous value. 

The Q and A session offers you a chance to 

clarify issues that you may have taken for 

granted, correct misunderstandings and to 

offer additional data / facts that will reinforce 

your idea. This is the only occasion when your 

audience shares the communication load, so 

make all attempts to keep it as lively as 

possible. The reason it has been called a 

double-edged sword is because if you fail to 

address satisfactorily, the questions raised by 

the audience, it sends a negative impact about 

your competence and your credibility is dented 

terribly.  

 Leaving the podium without answers 

to legitimate questions can be disastrous to 

your presentation. To avoid this awkwardness, 

prepare as you would prepare for an 

examination. Anticipate the likely questions 

and how you would handle them. The who, 

what, why technique will help you face crisis 

situations. Hostility and leg pulling in the Q 

and A sessions can be dodged with humour 

and ready wit. Never, bluff, insult or lose your 

calmness. Handling questions is an art but it 

can surely be leant and mastered with time.  
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Communication malfunctioning during 

presentations: Analysis of roadblocks and 

the road ahead: -  

 Anxiety and nervousness are common 

in public speaking and even though it is 

mostly psychological in nature it can be 

handled through physical relaxation and 

breathing. Problem however occurs when 

there is communication malfunctioning. 

Scholars led by Alfred Korzybski, traced the 

erroneous communication filters to Aristotle. 

They argue that Aristotlian system of logic has 

been at the core of our accepted patterns of 

thought and determines the structure of our 

language. Whenever there is a deviation it 

gives way to erroneous thought patterns. Most 

gaps in communication during a presentation 

occur due to two valued thinking i.e., two 

possibilities in a given situation that is deep 

rooted in our culture and language. It makes us 

recognize only two possibilities in a given 

situation i.e., something either is, or is not- 

there, is no middle ground. An effective 

presenter can steer in this difficult terrain 

through tact and wit thereby unlocking 

blocked minds. They need to convince that 

there cannot always be a two valued situation 

where everything fits the realities involved. 

Communication malfunctioning generally 

occurs when such a thinking clashes with 

multi-valued situation.  

 There is absolutely no doubt that an 

effective presentation can only thrive in the 

prevalence of good communication. There are 

several roadblocks that hamper 

communication during presentations and make 

it slow and less impactful. These impediments, 

are difficult to cross because at times we are 

not even aware of their existence. To avoid 

communication malfunctioning, it is of 

extreme importance to recognize their effect 

and the dent they create and ultimately try to 

push them aside. In communication 

malfunctioning the blame game shifts from the 

communication to the communicatee. 

Communication is a dynamic, collaborative 

process and breakdown can occur at any stage 

- be it encoding or decoding. Communication 

cycle is not akin to speeding on a highway – 

there are roadblocks – several of them 

invisible, which may slow down or even 

deviate the message contained. 

Communication malfunctioning during 

presentation may occur due to differences in 

perspective – they may arise due to variation 

in socio cultural milieu, interpersonal 

experiences, religious and political beliefs so 

the presenter must familiarize himself/ herself 

with the socio-cultural construct of the 

audience. Gender also shapes perspective. 

Irrespective of their roles, men and women 

have fundamentally different perspectives, 

opines John Gray (1992).  

 Differences in knowledge level of the 

presenter and the audience can be the most 

treacherous roadblock resulting in 

communication malfunctioning. This is 

because knowledge is virtually limitless, 

constantly growing and amorphous. Each of us 

acquires a little multilayered, multi-faced slice 

–larger the difference in thickness and layering 

between the audience and the person making 
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the presentation, greater will to the level of 

failure.  

 Communication malfunctioning can 

also occur during presentation due to lack of a 

common language. It creates a gap in 

understanding, leaving the audience 

bewildered and distracted. Problem may also 

arise in communicating during a presentation 

if the audience has a tendency to stereotype or 

jump to conclusions. So, be very cautious with 

the content lest the audience makes wrong 

assumptions. Emotions are as intoxicating as 

liquor, so, be wise and don’t forget limits of 

self control. Strong emotions can spell doom 

for a good presentation. Last but not the least 

self centeredness to the extent that it leads to 

blurring of vision makes one forget the 

importance of you in a communication. Don’t 

be myopic else you tend to weaken your role 

as a presenter.  

II. CONCLUSION 

 Making presentations and delivering 

them effectively is a lot of hard work but 

something that cannot be escaped in an 

organization. What we need is to look at the 

roadblocks that make communication 

ineffective during presentations. If we wish to 

leave footprints, we need to make the 

presentation interactive, connect with the 

audience, armour it with a body language that 

resonates confidence and positivity. Last but 

not the least practice, practice and practice is 

the key to a good presentation.  
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